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1. INTRODUCTION 
One of the many requirements of this project is to provide Project Status to the project stakeholders.  In order to 
accomplish this, a standard process must be put into place and adhered to by the project team. The project team is 
required to report such data in a format that is deemed acceptable to the OSC. 

The process will offer:   

1.1. Objectives 
Provide stakeholders with: 

• Weekly Status Reports completed by the team leads with deliverable level details 

• Weekly Executive Status Reporting, summarizing the team reports and providing a dashboard 
representation of progress with regard to schedule, budget and risk 

• Data from the monthly UMT will be provided to the OSC for their upload to the State CIO Status 
Report system 

2. REPORTING PROCESS 
This section describes the reporting details and the file structure of the project folders and identification standards, 
as well as, describes the reporting processes.    

2.1. Weekly Status Reports 
This section describes the step-by-step process of the weekly status report process. Project Leads shall create or 
revise a document as follows: 

• The PMO will distribute the status report template to the document management tool.  During 
the project, the document management solution will be a shared drive on the OSC network, 
known as the “T” drive.  The path to this drive is:  scosc800.sbip.local 

• Team leads will retrieve this template found in the document management tool: T:\Project 
Office\Project Meetings & Status Reports\Team Lead\Status Reports\Project 

• Updated weekly status reports will be saved and maintained under the respective team folder 
found in the document management tool: T:\Project Office\Project Meetings & Status 
Reports\Team Lead\Status Reports 

• Enter weekly updated values for:  

 Report for Week Ending (Enter Date: [Month D, YYYY] ) 

 Team (Name) 
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• The status report will be known as a 4-square model with each square depicting bulleted items 
of detail: 

o  Top Left Corner:  Key Milestones or Key Tasks/Complete/Incomplete provided with dates 

o  Top Right Corner: Next Steps (Targeted/Upcoming Milestones) provided with prioritized 
dates  

o Bottom Left Corner: Issues/Risks bulleted items 

o Bottom Right Corner: Key Performance Indicators (KPI may require additional slides) 

• The Team Lead will determine the overall status by use of a traffic light indicator, which will 
be placed at the bottom of  the slide 

• Completed Reports must be emailed to the beacon.pmo@ncosc.net mailbox by noon on 
Wednesday.   

• Once all Status Reports are received, they will be captured by the PMO Administrator and 
organized in a Powerpoint Presentation and discussed on at the 4:00pm (Wednesday) Status 
Report Meeting.  A Team Lead from each business function is expected to attend this weekly 
meeting.  If a Team lead can not attend, it is his/her responsibility to assign another person to 
replace them for that week.   Details regarding this weekly status meeting will be available via 
your OSC Calendar.   

 
2.2. Weekly Executive Report 
This section describes the step-by-step process of the Weekly Executive Report process. Project team members 
shall create or revise a document as follows: 

Team Name -  Month/Day/2007 

ISSUES/RISKS 

 
  

NEXT STEPS

2 

KEY PERFORMANCE INDICATORS 

• Follow up/Update parking lot issues (Edward 12/21) 

• HR/Payroll Directors Meeting (Edward 1/04/07) 

• Send Invites for Realization Kick-Off and HR /Payroll Directors 
meetings (Edward 12/15) 

• Coordinate/Schedule Realization Kick-off (Edward 1/09) 

 
  

TASKS SCHEDULED – NOT COMPLETED

• CMOC has closed 7 of 23 issues escalated by SAC 

• 24 of 33 (69%) agencies reported delivery of Communications Toolkit 
1 materials in November 

• Robert and Gwen have conducted 27 Agency Leadership meetings 

• Beacon Presentations/Communications Updates this week 

•Crime Control 

•State TreasurerStatus:         Yellow 

• Ability to send Parking Lot Questions and the Blueprint 
Summary document prior to 12/21 is at risk. Both 
documents have yet to be completed and approved. 

 

• Functional Area mapping – 1/05/07 

• Workforce Transition Strategy – 1/20/07 

• BEACON View Newsletter – 2/15/07 

• Role Description and mapping – 2/23/07 

Example of 
Weekly Status 

Report 
 



                Status Report Process 
 

 
 

 
Filename: C:\Documents and Settings\edward.brodsky\My Documents\PDF Deliverables\1.1 Project 
Prep\Final\Implementation\1.1.8_PMO_PR_StatusReport_r1.2.doc  

 

Last Update: 1/11/2007 8:49 AM 3 Last printed 1/11/2007 8:49 AM 

  FINAL 
 

• The PMO will distribute the status report template to the document management tool.  During the project 
the document management solution will be a shared drive on the OSC network, known as the “T” drive.  
The path to this drive is:  scosc800.sbip.local 

• The OSC Program Director and/or the Bearing Point Project Manager will retrieve this template from the 
T:\Project Office\Project Meetings & Status Reports\Team Lead\Status Reports\Project 

• The report will summarize the weekly team status reports and provide a dashboard representation of 
progress with regard to schedule, issues and risk 

 

 

 
 

Note:  The entire status report from Team Leads and PMO will be revised following discussion and distributed 
to Leads, Sponsors, and the State EPMO. 

Example of 
Weekly Executive 

Reports 
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2.3. Monthly State CIO Status (UMT) 
This section describes the obligation of the PMO with regard to the Monthly CIO Status. 

• The BearingPoint PMO will provide a spreadsheet drawn from the Enterprise Project Management 
Solution.  OSC personnel will enter the data from this spreadsheet into the UMT PPM (Project 
Portfolio Management) system currently used to collect data on IT projects Statewide 

• The BearingPoint PMO will provide a list of risks associated with the project for inclusion in the 
Monthly State CIO Status. 

• Further detail regarding spreadsheet parameters, deliverable dates, and formatting have yet to be 
determined, this shall serve as a place holder for this information. 
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